
Welcome! 

 

The Old Fire House Teen Center’s mission is to provide progressive and innovative recreational, educational 

and personal support programs and services for all Redmond area youth ages 13 to 18. 

 

We here at the Old Fire House are fortunate to have continued support from our teen community. Whether 

you are a participant that seeks to give back or a newcomer who understands the importance of our mission, 

your time and work is greatly appreciated. We at the Old Fire House work to create an environment where 

our interns are supported and gain skills while serving their community.    
 

 

The Old Fire House (OFH) has mainly two kinds of internships, Event Internships & Program Internships- 

make your choice based on the amount of time you have to commit, your interests, and where you feel you 

have the most to contribute to the OFH and most skills to gain yourself.  

Event Interns- The Old Fire House holds several medium to large events throughout the year. These 

events usually attract 100-300 attendees, and require weeks if not months of preparation. These 

internships normally last for the one to three months before the event, with a time requirement of 

1-5 hours a week for the first two months, and 5-10 hours a week the month before the event. 

Many seniors have interned for these events as part of their Culminating Projects.  

Specific skills are gained during these internships, including promotional & advertising skills, time 

management, event production, volunteer management, collaboration, meeting facilitation, and 

more! 

Program Interns- The Old Fire House has three month long internships focused on specific continuous programs. 

Rather than working towards one event, these interns support numerous events & activities that fall under 

one concentration (music, drop-in programs, administrative, etc). These internships require a steady 

commitment for the length of the internship, usually 5-10 hours a week for three months, with 

opportunities available year round.  

Program Internships resemble traditional trade related internships; the intern gains skills necessary 

for specific careers (i.e. Sound Engineer, Concert Manager, Gallery Curator, Parks & Recreation). 

Many seniors have incorporated program internships as part of their Culminating Projects. 

 

 

To apply be an intern at the Old Fire House, submit the following paperwork: 

1. Internship Description 

2. Signed Copy of Intern Application 

3. Signed copy of Intern Agreement 

 

Submit completed packet to City of Redmond Old Fire House Teen Center, 16510 NE 79th St, 
Redmond, WA  98052 Attn: Internship  
  

 
 
 



The OFH Cassic Rockathon Internship 
(Rock-a-thon Event Production Team) 

 
 

Be a part of a team of young people who put on the Old Fire House Classic Rockathon band competition. 
This event internship will allow you to go through the process of producing an event from the very beginning 
to the very end. You will learn event planning timelines, marketing and promotions, as well as managing 
day-of event details. 

 
About Old Fire House: 
The Old Fire House Teen Center’s mission is to provide progressive and innovative recreational, educational and 
personal support programs and services for all Redmond area youth ages 13 to 18. The Old Fire House Teen Center is 
part of the City of Redmond’s Parks & Recreation and has been in operation since 1992. The OFH is open Monday 
through Saturday, with special events on Fridays.  
 
Benefit to Community: 
Providing positive recreational and educational programs for young people to participate in and raise some money for 
the Teen center 
 
 
Old Fire House 
16510 79th St Redmond WA 98052 
425.556.2370 
 
 
Tasks/projects/events an intern could work on while at the Teen Center   
1. Event planning 
2. Marketing and promotions 
3. Day of event management 
 
 
Time: _2-5_ Hours a Week 
 
Internship Timeline: November 2nd– April 26th  
 
Remuneration: At completion of event intern will receive a recommendation letter and future references for 
employment, college applications and other. Acquired skill-sets will reflect a more apt candidate for any position. 
  
Intern qualifications  
 
 1. Focused and hard working 
 2. between the ages of 13 and 19 
 3. Willing to commit to the entire project 
 
 
Supervision and Training 
Contact person and their information for potential internships: Chris Cullen   ccullen@redmond.gov  
Training and supervision provided by Chris Cullen OFH Teen Center Program Coordinator 
 
 
Training will consist of:  
The interns will get hands on experience in event management, promotions, marketing, public relations, artist 
management, judging, booking and more. Interns will gain real life skills to put on their resume and complete school 
related volunteer hours. For interns who want to pursue a career in event production will find that having The OFH on 
their resume is a great benefit and well respected in the Northwest event production industry. 
 
 
Submit completed packet to City of Redmond Old Fire House Teen Center, 16510 NE 79th St, Redmond, WA  98052 
Attn: Internship  

 

mailto:ccullen@redmond.gov


Old Fire House Teen Center Internship Application 
 
 
 
Name         E-Mail Address 
 
Address 
   Street     City   State  Zip 
 

Phone        Cell Phone 
 
Current Occupation/School  
 
Which Internship Position are you applying for?  
 
Why are you interested in interning at the OFH? 
 

 
 
 
 
What community activities or volunteer experience do you bring to this position, including 
leadership roles? 
 
 
 
 
 
 
Do you have any special skills or expertise applicable to this position? 
 
 
 
 
 
 
Education/Occupational Background 
 
 
 
 
 
What days are you available   Tue  Wed Thu Fri Sat 
 

What times are you available during day(s) 
 
 

 
Signature        Date 
 



      
INTERN AGREEMENT    

  

 
Expectations 
Interns are expected to act in a responsible manner at all times while working. Respect Old Fire 
House Staff time by keeping appointments, showing up on time, and completing tasks when 
assigned- these responsibilities fall upon the intern. The Old Fire House teen center must approve 
any project & promotional materials before public view. 
 
It is always expected that volunteers will: 
 

1) Act in a responsible, professional manner at all times while at the OFH 
 2) Dress appropriately for a teen and family environment 
 3) Treat participants and staff with unconditional positive regard at all times 
 4) Notify staff or supervisor of any incidents while on shift 
 5) Advise supervisor prior to leaving the property while volunteering 

6) If for some reason can not make it to the agreed upon project/shift, please notify staff or 
supervisor with 24hrs    advance notice. 
7) Check-in and out at the beginning and end of your volunteer shift with staff and keep track of your 
hours 
8) Have all promotional materials for events and projects approved by program coordinator before 
distribution 
9) Get permission before using computers 

 

Common sense rules to work by:  
#1 RULE - In all situations where you are uncertain about what to do always consult with a staff 
person  
 
OLD FIRE HOUSE CODE OF PARTICIPATION CONDUCT 
All youth who value and respect this code shall be treated with unconditional positive regard. 
 

 Treat others with respect. 

 Cooperate with staff members and volunteers. 

 Persons under the influence or in possession of drugs or alcohol will not be tolerated and are subject 
to prosecution. 

 No weapons of any kind are allowed on this property. 

 Violent, threatening or abusive behavior either through words or actions will not be tolerated.  

 Respect this environment; recycle and dispose of trash appropriately. 

 Smoking is not allowed anywhere in the teen center, or on the property. 
 
 

 
NAME (Print): _______________________________________    
 
Signature:___________________________________________  
 
DATE: _______/_______/_________ 
 


